
 
 

Position Cost Distribution Report (1018) Page 1 of 4 
Revised 11/17/16 

 

HRMS  
Position Cost Distribution Report (1018) 

Use this procedure to view Position Cost Distribution information for positions in your agency based on a report 

effective date.  The report can also help identify vacant, budgeted and retirement eligible positions. 
 

Roles: Organizational Management Processor, Organizational Management Inquirer, Benefits Processor, Financial 
Reporting Processor, Payroll Inquirer, Payroll Supervisor, Personnel Administration Inquirer, and Personnel 
Administration Supervisor. 
 

Note: Field definitions can be accessed within HRMS by pressing the “F1” key on the keyboard, or via On Line Quick 
Reference (OLQR), HRMS Data Definitions Resource Guide, and Glossary. 
 

1. Enter transaction code 
ZHR_RPTFI1018 in the 
Command field and click 
the Enter button ( ) or 
press Enter on the 
keyboard  
 

 

2. The IT1018 Position Cost 
Distribution has four (4) 
selection areas to assist in 
filtering report results: 

 

 Effective Date 
 Position Selections 
 Infotype Selections 
 ALV Report Variant 

 

 

 

http://hr.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx
http://hr.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx
http://hr.ofm.wa.gov/sites/default/files/documents/Payroll/HRMSSupport/TrainingAndOLQR/DataDefinitions/HRMS%20Data%20Definitions%20Resource%20Guide.doc
http://watech.wa.gov/payroll/online-quick-reference/glossary
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3. In the Effective Date 
section, enter a date in the 
Report Effective Date 
field. 

 

 

 

 

 

4. Completing the Position 
Selections area will assist 
in getting only 
information needed. 

 

The following fields are 
optional: 

 Business Area 
 Personnel Area 
 Personnel SubArea 
 Organization Unit 
 Position Number 
 Vacancy Status 
 

 

5. Completing the Infotype 
Selections area will assist 
in getting only 
information needed. 

 

The following fields are 
optional: 

 Fund 
 Functional Area 
 Cost Center 
 Cost Object 
 Project 
 Allocation 

 

 

6. Previously saved layout 
variants may be added to 
the ALV Report Variant 
area.  This field is optional. 

 

 

 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 

 Tip 

 Report Effective Date: field defaults to current date, but may be changed.   

 Tip 

 A selection is not required for each field. 

 Vacancy Status: this is the vacancy indicator found on the position’s Vacancy 

(1007) infotype. It indicates the availability of the position as Open or Vacancy 

filled.  

 Tip 

 A selection is not required for each field. 

 For guidance in the Infotype Selection fields, see the Cost Accounting 

Equivalency Crosswalk (AFRS to HRMS) in the Financial Reporting Job Aid 

located in the OLQR.  

http://watech.wa.gov/payroll/online-quick-reference
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7. Click the Execute button  

( ) or press F8 on the 
keyboard to run the 
Position Cost Distribution 
(1018) report.  

8. The standard results will 
show fifty-three (53) 
columns containing 
information. 

 Business Area 
 Business Area Desc. 
 Personnel Area 
 Personnel Area Desc. 
 Personnel Subarea 
 Personnel Subarea 

Desc. 
 Organization Unit 
 Organization Unit 

Description 
 Position 
 Position Short Text 
 Position Title 
 Pos Start Date 
 Pos End Date 
 Vacancy Status 
 Person (PRNR) 
 Employee Name 
 Cost Dist. Start 
 Cost Dist. End 
 Cost Center 
 Cost Center Des. 
  Fund 
 Fund Desc. 
 Functional Area 
 Functional Area Des. 
 Cost Object 
 Cost Object Des. 
 Project 
 Project Desc. 
 Allocation 
 Allocation Des. 
 Cost Dist Percentage 
 Budgeted 
 Retirement Eligible 
 EE_Grp 
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 EE Group Desc. 
 EE_Sgrp 
 EE Subgroup Desc. 
 Telework (EE) 
 Flextime (EE) 
 Flextime Hours From 
 Flextime Hours To 
 Compressed Workweek 

(EE) 
 Telework (Pos) 
 Flextime (Pos) 
 Compressed Workweek 

(Pos) 
 Related Job Class 
 Job Class Description 
 Pay Scale/Grade Type 
 Pay Scale/Grade Area 
 Pay Scale/Grade Group 
 Lowest Eligible Level 
 Highest Eligible Level 

 

9. You have successfully 
completed the Position 
Cost Distribution Report 
(1018). 

 

 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Tip  

If all columns are not needed, a layout can be changed, saved or a previously 

saved layout can be selected. 

 Change Layout: Click on the “Change Layout” button ( ) to add, remove, or 

reorder columns, subtotals, or filters. 

 Save Layout: After changing your report layout you can save it for future use 

by clicking the “Save Layout” button ( ). 

 Select Layout: If a layout has been previously saved, you can retrieve it by 

clicking the “Select Layout” button ( ) and selecting the layout. 


